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Embassy of the United States of America 
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February 1, 2016 
 
Dear Teachers, Teacher Trainers, and University Scholars, 
 
It has never been more important for scholars to publish internationally, to collaborate in global scientific 
communities, and to participate in academic conversations that go beyond geopolitical borders. In 
Indonesia, Timor L’este, and beyond, universities seek to enrich their understandings of science and raise 
the profile of their institutions through establishing such global ties. Publishing is a means not only to 
share the results of experimentation but also to create linkages and ultimately further the understanding of 
scientists in important fields such as forestry, engineering, marine sciences, agriculture, political science, 
and linguistics. Across the archipelago, universities increasingly emphasize international publishing as 
part of their accreditation, rankings, and career advancement for lecturers. Writing and publishing 
scholarly work – and doing so in English – is a critical part of contemporary university life. 
 
This compilation of materials is a reaction to the overwhelming desire of university students, lecturers, 
professors, and administrators to publish in English across the archipelago. This joint project sponsored 
by the Regional English Language Office and U.S. Department of State is the concerted effort of 
specialists in the fields of English language teaching and teacher education from Indonesia, Timor L’este, 
and the United States. Our desire was to outline key aspects of the writing and publishing process in order 
to create a series of workshops that could be delivered by writing teachers or trainers to groups of 
graduate students, lecturers, and other researchers with the intention of equipping writers with 
information and tools to better their long-term abilities to write. Each workshop was selected by the 
developers as a key aspect of writing for publication and includes a training outline, sample presentation 
slides, handouts, and resources. Each workshop can be covered in a two-hour session or expanded to day-
long intensive writing clinics. It is the hope of the creators that trainers delivering the content can identify 
the needs of their audience and address those needs by selecting from the nine topics in the menu. 
Trainers could potentially use a workshop as a standalone seminar, string several together as a faculty 
development series, expand the workshops in a semester-long graduate writing course, or organize an 
intensive university writing clinic over several days. The material presented here should be seen as a 
starting point for working with scholarly writers. It is up to the trainer to adapt the materials to the needs 
of a particular audience and setting. 
 
To complement these training materials, the nine workshops have been conducted and recorded at the 
American Cultural Center in Jakarta, @America. The recordings from September 2015-June, 2016 can be 
found on the @America website or as a complement to this publication starting July, 2016. 
We hope that you enjoy these materials and they prove useful to you in understanding and promoting 
academic writing and publishing! 
 
Sincerely, 
 

 Jennifer L. Uhler 
Regional English Language Officer 
U.S. Embassy Jakarta 
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 Workshop Plan 
 

Title  Now or Later: Prewriting, Planning, and Achieving Your Writing Goals 
 
Contributors Ingrid Naumann, Arny Purba, Joanie Andruss, and Elvis Fernandes Brites da Cruz 
 
Goals Participants will be able to 

● Understand the writing process 
● Practice a variety of prewriting techniques 
● Break large writing projects into manageable pieces based on the writing process 
● Apply backward planning to reach a goal 
● Create a plan to achieve one personal writing goal. 
● Recognize own writing approach, style, and need for external accountability measures.  

 
Materials 

● Projector for PowerPoint (if in a low-tech environment, copy slides onto posters) 
● Index cards for “Entry ticket” activity: one for each participant 
● Sample writing assignment: one for each group of 3-4 participants. See plan for 

suggestions. 
● Authentic Writing Assignment. See plan for suggestions. 
● Handout: Four Types of Writers. Cut apart and make one set for each group.  
● Handout: Backward-Planning. Two for each participant 
● Large chart paper 
● Markers 

 
Before the Workshop 

● Get an estimate for the number of participants 
● Prepare presentation (adapt Powerpoint slides or make posters) 
● Create sample assignment for prewriting activity (see suggestions in plan below) 
● Select an authentic writing assignment for backwards-planning activity. This could be a 

scholarship application, thesis guidelines, or academic journal call for papers, depending 
on audience. 

● Make copies of handouts: Four Types of Writer, Backward-Planning 
 
Activities 

Introduction and Welcome 
Entry Ticket: ask participants to write on the index card a project, goal, or task that they 
have for their writing.  

Examples:  
❖ I want to apply for a Fulbright Scholarship. 
❖ I need to write a thesis proposal. 
❖ I need to write a dossier/report. 
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❖ I need to write a personal statement. 
❖ I want to write a publication in English. 

 
Ask participants to share hopes and expectations for the workshop. Participants share their 
purpose or motivation for attending the workshop and one thing they hope to learn, 
achieve, leave with, etc. 
 
Writing Process Overview 
Provide overview of writing process by going over the graphic on the Powerpoint slide. 
Highlight the importance of prewriting in relation to other parts of writing.  
 
Pre-Writing  
 Give an overview of the techniques and then present each one 

❖ Brainstorming and idea sharing  
❖ Mind mapping and clustering  
❖ Outline  

 
Pre-Writing Activity  

 Break participants into groups. Each group is given a sample writing assignment. 
Writing assignment sample/examples:  

❖ Write a five paragraph essay describing your favorite city.  
❖ Your boss requested a ten page report on the use of cellphones in  

the classroom.  
❖ Or select something else related to your context and audience. 

Different groups apply different prewriting techniques and then compare the results. 
Discuss: Which one speaks to you? 

 
 
 

 
Time Management 
Procrastination: introduce the concept.  
 
Overcoming Procrastination Activity 

❖ Organize participants into at least three groups. Give them pieces of paper or large 
chart paper, if available.  

❖ Ask them to draw a picture or symbol that represents procrastination. No words. 
One member from each group briefly shares with the rest of the participants.  

❖ On a new piece of paper, ask participants to write their own ideas, tips, or 
techniques for overcoming procrastination when writing. 

❖ Next, each group walks clockwise to the next chart paper. Groups read the tips, 
and each member draws stars next to the tips they find most helpful.  
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❖ Facilitate a group discussion that highlights the tips and techniques that received 
the most stars. Ask participants who wrote a given tip how they use it, and ask 
other members why they thought it was a good or effective technique for 
overcoming procrastination. 

 
 

What Kind of Writer are You? Activity 
 
Describe steps for breaking down a task  

❖ Identify writing goal 
❖ Write down deadline/due date 
❖ Brainstorm all steps needed to complete the activity through chunking 
❖ Working backwards from the deadline, set dates for each task. 
❖ Put more tasks at the beginning 

Give each group a set of Writer Types. Ask them to try to match each type to the correct 
description. Show the next slide and compare answers. In groups, participants discuss 
what type of writer they think they are and how planning fits with each type. 

 
Backward Planning 
 
Introduce steps to backward planning. Discuss how to ‘chunk’ a writing task by returning 
to the idea of the writing process (Prewriting, drafting, editing, revising, publishing or 
submitting.) 

 
 
 
 
Backward Planning Activity 

❖ Provide a writing task scenario and use the backwards planning handout to 
‘chunk’ tasks into more manageable pieces. Use the Backward-Planning 
Worksheet. 

❖ When participants finish, facilitate brief discussion. Highlight ways to personalize 
plans, based on writer types. 

 
Application  
 
Have participants make a plan based on one of their own writing goals.  
Have participants consider their own goals, chunk them into manageable tasks, and create 
due dates for each of the tasks. Use the Backward-Planning Worksheet. 
Have participants add an accountability section to the plan. Ask them what they will do to 
ensure that they stick to their plans and achieve their writing goal. 
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Closing and Exit Ticket  
  
Ask participants to return to the index card on which they wrote their goals for this 
workshop. On the back of the card, ask the participants to write “One action you will do 
after leaving this workshop. What is one thing that was useful to you? How will you apply 
it?” 

 
Workshop Options 
Expand 
Break this workshop into two different sessions. Focus the first workshop on Planning and 
Prewriting, and the second on Time Management. With two workshops, participants will have 
more time to explore prewriting techniques, practice backward planning, discuss concepts, and 
ask questions. 
Condense  
This workshop can be shortened by omitting and adjusting certain activities. The “Prewriting 
Activity” can be completed as one large group experimenting with one group-selected prewriting 
technique, rather than many small groups doing a comparative exercise with prewriting 
techniques. Participants can skip the practice Backward-Planning activity, and instead apply 
backward planning to only their own writing goal. Or, backward planning for their own goal can 
be started in the workshop, but finished after the workshop concludes.  
Resources for Further Reading 
‘Before You Start Writing That Paper...A Guide to Prewriting Techniques’ 
http://slc.berkeley.edu/you-start-writing-paper-guide-prewriting-techniques-0 from the Berkely 
Student Learning Center.  Explains several prewriting techniques and provides a list of links for 
further reading. 
‘Managing Your Time’ http://www.dartmouth.edu/~acskills/success/time.html from Darmouth’s 
Academic Skills Center. This website features handouts to help with planning, videos on time 
management, and additional resources for overcoming procrastination and writer’s block.  
‘Types of Writers’ https://www.nottingham.ac.uk/studyingeffectively/studying/writer/types.aspx 
from Nottingham University. Features videos and descriptions of different types of writers.  
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Backwards Planning: Start with the End! 
 
Steps in Backward Planning: 

 Identify writing goal 
 Write down deadline/due date 
 Brainstorm all steps needed to complete the activity through chunking 
 Put more tasks at the beginning 
 Plot out steps backwards on the calendar 

 
 
Goal: 
 
Final Deadline: 
 
Brainstorm the Steps Needed: 
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Complete Timeline Below: 

 
 

 

 
Writing Stage 

 
Steps: What activities will you complete? 

 
Date 

 
Prewriting 

 
 

 

 
 

 

 
Drafting 

 
 

 

 
 

 

 
Revising 

 
 

 

 
 

 

 
Drafting 

 
 

 

 
 

 

 
Final Draft 
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Adapted from Creme, Phyllis and Lea, Mary (1997). Writing at University: A guide for students. Maidenhead, UK: Open 
University Press.   
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Workshop Plan 
 

Title  Painless Personal Statements 
Contributors:  Ashley Valentini, I Nyoman Gede Putrawan, Sheridan Honore, Mandra Saragih  

 
 
Goals Participants will be able to 

● Understand the purpose of a personal statement 
● Understand the process of creating a personal statement 
● Use a formula of opening, middle, and closing to write a personal statement 
● Know how to tailor the formula to meet their own needs 

 
 
Materials 

 Projector for PowerPoint (if in a low-tech environment, copy slides onto posters) 
 Personal Statement Identification handout: one for each participant 
 Personal Statement Identification Activity  handout: one for each participant 

 
Before the Workshop 

 Get an estimate for the number of participants 
 Prepare presentation (adapt Powerpoint slides) 
 Adapt handouts as appropriate to your context and make copies 

Activities 
 Give the goal of the workshop   Using the Powerpoint presentation, go over the names, definitions, and uses of personal 

statements o Ask participants if anyone has written a personal statement before.  o If so, what was it for and how was the experience?  Emphasize the balance of creativity, voice, and formula in personal statements 
  Introduce the Sandwich Model  o A sandwich is always two pieces of bread with “something in the middle”  o In a personal statement, the bread, for the most part, will be the same.  

 o To start, use an attention grabber and a road map 
 Why you are interested in this program/position 
 Why you are the best candidate for this program/position  
 How you match with the program/position being offered  
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 Write an example opener for why you want to be in this workshop 
 

 Go over road map sentences 
Have participants work in groups to answer the following prompt  
(suggested timing: 10 minutes to work and 10 minutes to share and discuss) 
In no more than one sentence, please explain why you are applying for this 
workshop: Painless Personal Statements 
o The bottom piece of bread is the closer. Show examples from the slide  
Pause for any questions before delving into the next activity. 

 Have the groups do the worksheet on openers, prompts, and closers.  
(suggested timing: 25 minutes for activity including post-worksheet discussion) 
  After completing the identification activity participants will individually draft a 
complete personal statement using the prompt from the worksheet.  Participants may 
also use the sentence structure and ideas from the Opening and Closing sentences 
(bread) but they must draft their own meat.  (25 minutes) 

 
 After the participants draft a personal statement, allow them to pair off and peer edit 

their statements.  Facilitator may also provide feedback for specific questions. (20 
min) 

 
 
Variation 
Before the workshop, contact the participants to request they bring a copy of the personal 
statement question they are being asked to answer. Refer to their examples during the 
presentation and have them draft their statements in response to the prompts they brought.  
 
 
Further Resources 
“Writing the Personal Statement” https://owl.english.purdue.edu/owl/resource/642/01/ from the 
Purdue Online Writing Lab has a comprehensive list of tips and guidelines.  
“Preparing Personal Statements for Graduate School and Professional Programs” 
https://careercenter.depaul.edu/_documents/Preparing%20Personal%20Statements%205-31-
12.pdf from the Career Center at DePaul University. This 12-page booklet gives advice, 
examples, and preparation worksheets.  
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Personal Statement Identification Worksheet 

 
In 250 words or less, please explain why you are registering for the Painless Personal Statements 
workshop. 
 
 I want to take the Painless Personal Statement workshop because the presenter is an English 
language fellow and it is being held in Bali.  
 
Thank you for letting me take this workshop. 
 
I am applying to the Painless Personal Statement workshop because it will allow me to master a 
new style of writing and expand my professional network.  
 
I think the Painless Personal Statement workshop will be good.  
 
If given the opportunity to join this workshop, I am confident that I will be a positive 
contribution to the sharing of knowledge.  
 
I want to go to the workshop because there will be food and I want another certificate.  
 
I am applying for the Painless Personal Statement Workshop because I want to expand my 
writing expertise in this specific style for my professional development and the development of 
my students and colleagues.      
 
I am extremely interested in attending the Painless Personal Statement workshop for my personal 
and professional growth.  
 
I am confident my participation will positively contribute to the group dynamic.  
 
This is why I want to go to the workshop.  
 
I really like attending workshops with English Language Fellows.  
 
If given the opportunity to attend, I am confident that I will be a good match for this topic.  
 
I am applying to the workshop because I would like to increase my professional knowledge and 
strengthen my professional network.  
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Personal Statement Identification Activity 
Identification and Analysis Questions 

Directions: Please Answer these Questions in your Groups 
 
 

1. Please circle the prompt.  What is the maximum word count? 
 
 
 
      2.  Please label the opening sentences (the top piece of bread) with an O.  
 
 
 
      3. Please label the closing sentences (the bottom piece of bread) with a C.  
 
 
 
     4.   Please number the O sentences from strongest to weakest. 1 being strongest 
 
 
 
     5.   Please number the C sentences from strongest to weakest. 1 being strongest 
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 Workshop Plan 
 

Title  Making your Research Publishable  
Contributors:  Fabio de Oliveira Coelho, Sri Wahyuni, Marcela Angel, and Ni Wayan Mira Susanti 
Goals: By the end of this workshop, participants will be able to 

● perform a comparative analysis of two journal articles (e.g.: compare local and national 
accredited journals or proceedings and journal article) 

● identify the organizational, analytical, and linguistic differences between the two articles 
● produce a checklist to guide the production of a research paper for publication in an accredited 

journal 
● apply the checklist to produce an article of their own (maybe in subsequent workshops) 

 
Materials: 

● Two sample articles (one from the participant or the proceedings from a conference, the other 
from a target journal).  ● Article cut up into sections (1 copy per group) 

● Projector (if in a low tech environment, copy slides onto posters) 
● Poster paper (variation: butcher paper) ● Tape and markers 
● Templates (one paper section and one checklist per group) - see presentation tilted “Templates” 

 
Before the workshop: 

Note: as facilitators should tailor the workshop to their audience, finding and preparing the articles 
will be an important part of the preparation for the workshop.  
● Prepare room and materials ● Know number of participants 
● Prepare presentation (adapt slides or make posters) 
● Make copies of sample articles (if participants are not bringing their own) 
● Make copies of table templates (slide set) 
● Make sure tables or chairs can be moved to form groups 

 
Activities 
Opening 

Introductions and Ice Breaker 10 minutes 
Facilitator introduces topic and makes participants more comfortable by using a warm-up activity 
 (see slide 2).  Groups will be given an article cut up into sections to arrange in the order they 
consider should go. They will also receive a piece of poster paper to write down the elements of a 
particular section. We will discuss the answers of each group as a whole class.  
 
Goals and Objectives 2 minutes 
Facilitator and participants go over what will be covered during workshop ( slides 3 and 4). 

 
Comparative Analysis of Articles 

Sample Activity 3 minutes 
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Facilitator models task and provides example of what participants will do by analyzing the abstracts 
of sample articles, comparing an abstract from a proceedings paper to one from a journal article. 
(slides 5 to 12) 

 
Small group work 30 minutes 
In small groups, participants compare their assigned section (introduction, methods, etc) in both 
articles and highlight differences in organization and paragraph development, language, 
background and references, and depth of thesis. Then group members create a checklist of 
descriptors for the particular section they analyzed (slides 13 to 16). 

 
Large group work  30 minutes 
Now as a large group, each small group reports on their comparison findings, share differences and 
similarities, and share checklist they created for the section they compared and analyzed.  

 
Final Checklist production  20 minutes 
Still as a big group, participants combine rubrics to make a complete checklist of descriptors for an 
academic paper (if appropriate) 

 
Responding to calls for papers 15 minutes 

Participants familiarize themselves with a standard call for papers focusing on its elements and 
deadlines (slides 17 to 19). 

 
Conclusion/ Questions/ Evaluation  10 minutes 

Presenters quickly review main topics. Participants ask questions and assess session. 
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Notes 
● Make sure to use an article from your target publication as the one to guide the reflection and the 

creation of the checklist. For instance, your participants may want to publish an article in an 
accredited national journal or in an accredited international journal. In this case, your target article 
will change depending on their objective.For example, for English language teachers, using examples 
from TEFLIN conference proceedings and the TEFLIN journal for comparison would be appropriate. 
  ● We have included a set of suggested templates for comparing article sections and producing 
checklists. These documents could be provided to participants to make the comparative analysis 
easier. 
 ● If workshop participants do not have an article they have written or published to bring and compare, 
they can also use any available data they have collected. In this case, it is advisable that you add a 
new step consisting of data analysis and interpretation (or refer to previous workshop on data 
analysis). The following step could then be either a comparative analysis of two articles or simply an 
analysis of the target publication article. In this format, the focus would be turning data into 
publishable material. 
 

● After the workshop is done and the checklist is completed, participants could be assigned to start 
writing their articles at home. If possible, they could also participate in subsequent workshops 
designed to help them revise and improve each section. 
 

● Workshop can be broken down into mini-sessions, each focusing on one paper section. 
 

● Even though we have added a slide to go over submission guidelines at the end of this workshop, the 
facilitator may also consider holding a different workshop on “Understanding Submission Guidelines 
and Responding to Calls for Papers”. This would make it possible to add more detail and additional 
practice to the presentation. Submission Guidelines for English Language Teaching journals: 
 Asia TEFL http://www.asiatefl.org/main/main.php?main=6&sub=1 

Asian EFL Journal http://asian-efl-journal.com/guidelines/ 
English Teaching Forum http://americanenglish.state.gov/submission-guidelines 
TESOL Quarterly http://onlinelibrary.wiley.com/journal/10.1002/(ISSN)1545-
7249/homepage/ForAuthors.html 
TESOL Journal http://onlinelibrary.wiley.com/journal/10.1002/(ISSN)1949-
3533/homepage/ForAuthors.html 
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Suggested templates for comparing article sections and producing checklists 

Introduction 
Question(s) Proceedings paper  Journal paper  

How is the introduction 
organized? What is each 

paragraph about? 
  

What verb tenses are 
mostly used in each 
paragraph? Why? 

  

What reporting verbs are 
used in the introduction? 

When are they used? 
  

Are citations used? If so, 
how are they included? 

  

Comments  
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Methods 

Question(s) Proceedings paper  Journal paper  

How is the Methods section 
organized? What is each 
paragraph about? 

  

What verb tenses are mostly 
used in each paragraph? 
Why? 

  

What reporting verbs are 
used in this section? When 
are they used? 

  

Are citations used? If so,   
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how are they included? 

Comments   
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Results/Findings  
Question(s) Proceedings paper  Journal paper  

How is this 
section 

organized? 
What is each 
paragraph 

about? 

  

What verb 
tenses are 

mostly used in 
each 

paragraph? 
Why? 

  

What 
reporting 

verbs are used 
in this section? 
When are they 

used? 

  

Are citations 
used? Are 

tables, graphs, 
or anecdotes 

included? 
How? 

  

Comments   
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Discussion 
Question(s) Proceedings paper  Journal paper  

How is this 
section 
organized? What 
is each 
paragraph 
about? 

  

What verb tenses 
are mostly used 
in each 
paragraph? 
Why? 

  

What reporting 
verbs are used in 
this section? 
When are they 
used? 

  

Are citations 
used? Are there 
recommendations 
in this section? 

  

Comments   
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Checklist 
Paper Section: ______________________ 

Descriptor Checkmark 
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Creating Interest in Introductions: 
Organization, Citation and Verbs in Research 

Article Introductions 
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 Workshop Plan 
 

Title Creating Interest in Introductions: Organization, Citation and Verbs in Research Article 
Introductions 

Contributors:  Angela M. Dadak 
  
Goals: At the end of this workshop, participants will be able to 

● understand the CARS model of organizing an introduction and apply this model to their 
own writing 

● know the difference between integral and non-integral citations and how to make choices 
about which to use in their own writing 

● know how choices in reporting verbs and verb tenses can contribute to building interest in 
and urgency for the research project; be able to make appropriate choices in their own 
writing 

●  recognize the parameters for making choices in writing related to organization, citation, 
and verbs. 

  
Materials: 

● Powerpoint slides, computer, projector 
● One copy of Example Paper Introduction handout for each participant 
● Suggested: copies of several research article introductions for analysis in case 

participants have not brought their own   
● Optional: flip chart or white board to write participants’ perspectives 

  
Before the Workshop: Ask participants to bring an article they are writing or have written 
  
Activities: 
 Introduce topic and agenda for the day 
Remind participants about the typical IMRD organization of a research article 
 Introduction - Methods - Results (findings) - Discussion 

It is fairly safe to assume that the audience is already familiar with this from their own 
reading and research, so you do not need to lecture on it separately - unless you know 
that this is new information for your audience. 

  
Focus on the introduction section of the model. Ask participants to talk with a partner for a 
minute about What is the purpose of an article introduction? What is its organization? 
Gather some responses. As you hear them, emphasize points about purpose such as 

● giving the context of the study  
● show the other research related to your own 
● show you are knowledgeable about the field 
● persuade readers of the importance of your work  
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Pass out and introduce the model article (author, journal, title). Read aloud or give time for silent  
reading. You might note that it is not important to understand every word/sentence exactly, but 
rather to have a sense of the main ideas.  
 
Organization: have participants work in groups to answer questions 1 & 2 from the worksheet. 
Possible answers are indicated below: 

1. What is the purpose of each of the paragraphs? 
Paragraph 1  introduces topic of the study and why it is important 
Paragraph 2 summarizes research in one area – interaction in online writing courses 
Paragraph 3 summarizes research in another area – cross cultural interactions in online 
courses 
Paragraph 4 identifies what has not been studied and gives purpose of current work  
 

2. The author hints at general implications but does not list specific findings or research 
questions at the end of the final paragraph. What do you think of this strategy? Could you do 
this in a research article in your field?   answers can vary 

 
Go through the CARS model of research paper introductions, created by John Swales. You might 
note that if participants Google “CARS Swales” that they can find more resources on this topic.  
 
Citations: Ask participants why we cite (we know we need to to do it, but it’s worthwhile to 
take a moment to step back and examine the purpose of this practice). Conduce a brief discussion 
on the topic, then emphasize/note two main reasons and several supporting reasons noted on the 
slides. 

To build a more persuasive paper 
To credit the other authors 
 
To demonstrate how the work advances the knowledge base of the field 
To add strength to an author’s own ideas 
To show respect to other scholars 
To avoid plagiarism 

 
Ask participants to work in their groups to answer questions 3 & 4. Suggested answers are in 
blue below. 

3. Where do the citations occur? Are they concentrated in one part of the introduction or 
in various locations? They are spread throughout, with the exception of the last 
paragraph. In the review of participants’ answers, you might ask a follow-up question 
about why citations do not appear in the last paragraph.  
 
4. The paper follows the APA author-date style of citation. Where are the cited authors’ 
names placed? draw out that they appear either as part of the sentence or within the 
parenthetical citation.  Why? answers can vary - you will go over some of the 
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considerations in the next slides How prominent are author names in citations in your 
field? answers can vary 

 
Go over the difference between integral and non-integral citations, giving examples. Note that 
the choice between the two depends to some degree on the field (show the chart of % of types of 
citations in different fields) and to some degree on writers’ choices.  
 
Reporting Verbs 
Go through the three examples on the slides (when you download the slides, you could substitute 
your own name for “Dadak” or introduce different examples). Note the differences between 
states, argues, and suggests (strength, certainty). Note how a careful combination of these 
reporting verbs can open room for the research space, the gap or niche, that needs to be filled 
(using less certain verbs to do so) 
 

5. What verbs did the author use to report information from other studies? Do you think 
the same verbs are commonly used in your field? 
 
6. What verb tense (e.g., present or past) and aspect (e.g., perfect) were used in sentences 
referring to other literature? Why? 

 
See note below about possible extensions of reporting verb vocabulary. 
 
 
Application 
Ask participants to take out the article they are working on and examine it in terms of the three 
topics we have discussed. Circulate and talk with them as they work. Debrief. 
 
Alternate: have them exchange papers with a partner to do this analysis. 
 
Alternate: (as in the notes below) give example article(s) for the analysis.  
 
Alternate: if time is short, work on just one topic (organization, or citation, or reporting verbs), or 
assign specific groups to work on specific areas.  
 
Conclusion 
Review main topics. Take questions as time allows. Thank participants.  
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Notes: 
● Be prepared for participants to not have their own writing. In that case, you can have 

them analyze the introductions in a few articles you have chosen. 
● The Swales and Feak volume has an example article introduction about self-citation that 

particularly highlights how reporting verbs can be used to create a research niche; that 
introduction could be used in place or in addition to the one included here.  

●  If you are working with faculty from a particular department, you could examine article 
introductions from those fields and makes some changes to the slides and workshop 
accordingly. 

● One possible addition would be more about the reporting verbs, including certainty and 
grammar structure. The handout available at 
http://www.uts.edu.au/sites/default/files/article/downloads/reporting-verbs-2.pdf could 
prove useful for this type of work or simply as a reference for participants. Also see the 
reporting verb section and further resources in the workshop “Graphs to Paragraphs” in 
this collection.  

 
References and Further Resources 
Feak, C.B., and J. M. Swales. (2011). Creating Contexts: Writing Introductions Across Genres. 

Ann Arbor, MI: University of Michigan Press.   
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Model Article Introduction for Analysis 

 Read the introduction below and respond to the questions on the back of the paper. The paragraphs 
have been numbered for your analysis. 1 
 
Dadak, A.M. (2015). Cross-cultural collaboration in online writing courses.  
(1) Interest on US campuses in providing online courses has evolved from a mostly skeptical 
stance to a more expansive and positive one. Online courses appear in areas of US university curricula 
from graduate courses in business to undergraduate first-year writing courses. A broad mix of culturally 
and linguistically diverse students from around the world enroll in online courses, and universities eagerly 
proclaim that such classes help prepare students to work with international teams (Altbach, 2005; Lewin, 
2008; Marmolejo, 2010; Olcott 2008). However, in order to have US university writing courses that are 
equitable and effective for a global audience, designers and instructors should be prepared to handle 
issues cultural diversity that arise in collaborative activities in their classes. 
(2) Collaboration in activities such as peer reviews of each other’s writings and in group projects is a 
common feature of writing courses. Warnock (2009) asserted how types of assignments and technological 
platforms enable peer-to-peer interaction in online spaces, noting the successes possible. Brickman (2003) 
found that students even utilized the discussion board space she provided for non-course topics and were 
able to communicate with each other within the course software on topics outside of course assignments. 
In a survey of students in online classes in the US, China and Spain, Linder-VanBerschot and Barbera 
(2012) showed that all three groups noted the course was important for social interaction and personal 
evolution.  However, not all inquiries into peer interactions in an online writing course are positive. 
Rendahl and Breuch (2013) questioned the importance of online peer interaction as they found students in 
an undergraduate writing course ranked interaction with the course content as most important, followed 
by interaction with the instructor as important – even expressing great satisfaction with these interactions 
- , trailed by interaction with peers as not very important, even annoying.  Rendahl and Beruch’s research 
further noted that students ranked peer interactions low in closed-answer questions, yet in open-answer 
questions they referred significantly to learning from peers. Peer interaction in online writing courses is 
important but not naturally productive.  
(3) When focusing on cross cultural communication, studies reveal problems particularly in 
discussion arenas. In Hannon and D’Netto’s (2007) study of 241 culturally mixed students in Australia, 
just over half of the students surveyed said that they had “not good” communication with students from 
                                                           
1 The materials for this activity are based on Feak, C.B., and J. M. Swales. (2011). Creating Contexts: Writing Introductions Across Genres. Ann Arbor, MI: University of Michigan Press. 
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different cultural backgrounds.  In another study, ESL graduate students in US online courses described 
“shock” in their reaction to the cultural differences in online learning, particularly discussion (Tan et al, 
2010). Rye (2014) examined the interaction in an online graduate program with a deliberate mix of 
Norwegian and African students. She found that, especially initially, differences in educational cultures 
caused the African students to participate less than the Norwegians; the Norwegians felt they knew what 
to do in the discussion space while the Africans held back and observed, figuring out how to get in the 
conversation before trying. When they did participate, Rye showed how the Africans would accommodate 
the Norwegian, the Western, style.  
(4) The studies into cross cultural communication in online courses has not examined undergraduate 
writing courses, which like other online courses are growing and enrolling a globally and culturally 
student body. This study seeks to fill this gap by analyzing the peer review and discussion board posts 
from required, online writing courses offered by a US university and by surveying the students after 
completion of the course about their interactions with their peers. Results from this work hold important 
implications for preparing course designers and instructors.  
 

1. What is the purpose of each of the paragraphs?  Paragraph 1            Paragraph 2           
 Paragraph 3           
 Paragraph 4            2. The author hints at general implications but does not list specific findings or research questions at the end of the final paragraph. What do you think of this strategy? Could you do this in a research article in your field?    3. Where do the citations occur? Are they concentrated in one part of the introduction or in various locations?    4. The paper follows the APA author-date style of citation. Where are the cited authors’ names placed? Why? How prominent are author names in citations in your field?    5. What verbs did the author use to report information from other studies? Do you think the same verbs are commonly used in your field?    
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6. What verb tense (e.g., present or past) and aspect (e.g., perfect) were used in sentences referring to other literature? Why?  
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Academic Writing for Publication RELO Jakarta Page 87 

  

  
 
 
 
 



Academic Writing for Publication RELO Jakarta Page 88 

 
  



Academic Writing for Publication RELO Jakarta Page 89 

 
 
 
 

Did I Plagiarize? Avoiding Plagiarism in 
English Academic Writing   
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 Workshop Plan 
 

Title Did I Plagiarize? Avoiding Plagiarism in English Academic Writing  
Contributors:  Leah Karels, Andjarwati Sadik, Rebecca Taylor, and Viqi Ardaniah  
 
Goals After attending this workshop, participants will be able to 

 distinguish between quotations and paraphrases  practice adequate paraphrasing  identify plagiarism in multiple forms (e.g. direct and indirect, patchwork, etc)  use guidelines to practice appropriate citation in their own work 
 
Materials 

 projector  PowerPoint slides  opening activity article: make a copy for each student 
“An Honest Look at Academic Dishonesty at Ohio University” (Use the Background 
and Method sections (p. 4-7) or just page 4 for the Warm Up. Give the link to 
participants 
[https://www.ohio.edu/engineering/integrity/reports/upload/final%20report.pdf] for 
those who are interested in reading the entire research study.) 

 Handouts: o “Different Types of Plagiarism” handout (3 pages; make one for each participant) o peer review worksheet (1 page; make one copy for each participant) o optional if doing the variation from notes, copy and cut the “plagiarism scenarios” 
handout 

 
Before the workshop 

 make sure participants know to bring an example of their own written work (at least 4-5 
pgs)  get access to a projector and make sure it functions   make adequate copies of opening activity article, plagiarism worksheet, and peer review 
worksheet (try to have one for each student, especially of the peer review) 

     
Activities 

1. Distribute copies of “An Honest Look at Academic Dishonesty” by Broeckelman and 
Pollock (p. 4-7 or just p. 4, depending on how much time you allot for this warm up) 
- have participants work with a partner to answer questions and mark paper as 

directed on the PowerPoint (15-20 minutes) 
- elicit answers to questions such as “when do you see direct quotations?” or “what 

conclusions can we make about when to use paraphrases or direct quotations?”  
- the goal of this activity is for participants to notice that: 

- direct quotations are usually shorter than paraphrases 
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- paraphrases are often used to put several pieces of information together 
- direct quotations usually need to be explained by the author with another 

sentence or two 
- also ask participants if they have any questions about the article itself. The article 

can be used as an “appetizer” for the section on plagiarism that comes later. 
 
2. Review the differences between quoting and paraphrasing.  (5-7 minutes) 
 Quotations are fairly straightforward,  
      Spend more time discussing paraphrasing techniques:  

- determining relevant points 
- participants can ask, “what does it say?” “what does it mean?” and “why 

does it say what it says” to determine relevance 
- determining relationship between two points 

- participants can ask, “how does this affect that?” “how are they 
connected?” “should they be connected this way?” to determine a 
relationship 

- finding linking phrases and expressions to connect the two points 
- review cohesive devices (because of, due to, instead, conversely, with 

regard to, however, etc.) 
- identifying how verbs can establish a relationship 

- review verbs (is caused by, is due to, relies upon, depends on, etc.) 
 
3. Have participants practice paraphrasing a short passage from the PowerPoint. Allow 

them to see the passage for 2-3 minutes, taking notes if they wish, then remove the 
text and ask them to rewrite it in their own words. (10-15 minutes) 

**this has been a very difficult activity for many advanced learners. Be prepared 
to give more examples or more guided assistance, if necessary** 

- ask participants to share their paraphrases with a partner and have their partner 
check for plagiarism or content/meaning errors 

- the PowerPoint has two paraphrasing activities -- if the workshop participants are 
comfortable after the first activity, skip the second one.  

 
4. Segue into a discussion of plagiarism. Ask participants what plagiarism is and try to 

make/write a communal definition. (10 minutes) 
- ask participants to reflect on the article from the warm-up activity 

- what was the main point of the article? 
- what did the author say about plagiarism? 
- were any participants surprised by the content of the article?  

- Is plagiarism always intentional? What are some reasons plagiarism occurs? How 
can these challenges be overcome? Acknowledge that while writers do not always 
intend to be dishonest, proper paraphrasing and citation can be very difficult. 

 
5. Distribute “Types of Plagiarism” handout. Keep original quotation prominent on 

projection while participants progress through the worksheet with the guiding 
discussion questions. (20-25 minutes) 
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- in the past, participants have been surprised that Patchwork Plagiarism and 
Substitutive Plagiarism constitute academic dishonesty -- be prepared to explain 
that copying even a few words and replacing words with synonyms while keeping 
the meaning of the sentences and the sentence structure the same still constitutes 
plagiarism 

 
6. Once participants are familiar with what constitutes plagiarism, ask everyone to get out 

the pre-requested piece of academic writing. Participants will exchange their writing 
with a partner and complete the “Peer Review Worksheet” while reading their 
partner’s work. With about 10-15 minutes remaining in the workshop, ask 
participants to share their findings with their partner. Instruct participants to continue 
using the questions on the worksheet checklist for future writing endeavors. (about 
30-45 minutes)  

 
 
 
Notes 
VARIATIONS: 
 1. Student workshop: 

- highlight more the connection between citations and integrity - tell Helen Keller story (http://www.afb.org/MyLife/book.asp?ch=P1Ch14) - practice note-taking using index cards, color-code index cards based on whether 
information will be used as a direct quote, paraphrase, or general note - simplify introductory exercise article, if necessary 

    
2. In case participants forget to bring writing, have at least two articles available so they 

can do a peer review or practice paraphrasing  
 
 3. Additional activities /variations  

- “Is It Plagiarism?” discussion strips: copy and cut up the “plagiarism scenarios” 
handout. Give some scenarios to groups, have participants discuss and share with 
wider group for further discussion (this is a long activity, so feel free to use it in base 
presentation, but be aware that it will eat into peer review time. Participants have been 
surprised by many of these situations, so be prepared to explain why each of situation 
is problematic) 
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Further Resources 
There is no lack of articles about, advice for avoiding, and university web pages about academic 
integrity, including problems about plagiarism. An internet search results in many hits on the 
topic, mostly about university students in the US at the undergraduate and graduate level. The 
works below go beyond that kind of search.  
 
The Office of Research Integrity at the United Stated Department of Health and Human Services 
give extensive advice for ethical writing in its guide for professional researchers and writers, 
“Avoiding plagiarism, self-plagiarism, and other questionable practices: A guide to ethical 
writing.” http://ori.hhs.gov/avoiding-plagiarism-self-plagiarism-and-other-questionable-writing-
practices-guide-ethical-writing. It might also be worth reading the “ORI Policy on Plagiarism” to 
see how a professional organization grapples with this issue http://ori.hhs.gov/ori-policy-
plagiarism. Many journals have statements on ethics, integrity, and/or plagiarism, and they might 
be useful to investigate and use.  
 
In “International Perspectives on Plagiarism and Considerations for Teaching International 
Trainees,” Research-ethics educators Elizabeth Heitman and Sergio Litevska  “consider current 
perspectives on plagiarism around the world and contend that US research-training programs 
should focus on trainees’ scientific writing skills and acculturation, not simply on preventing 
plagiarism.” The article contains links to interesting stories of professional plagiarism issues 
across the world. http://www.ncbi.nlm.nih.gov/pmc/articles/PMC3038591/ 
 
The academic publisher Springer Link has a living reference called the Handbook of Academic 
Integrity, which has a chapter about perceptions and management of plagiarism in Indonesia. 
The first few pages are available for preview at  
http://link.springer.com/referenceworkentry/10.1007/978-981-287-079-7_4-1#page-1 
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Did I Plagiarize? Avoiding Plagiarism in English Academic Writing 
 

Adapted from "Avoiding Plagiarism." The Writer's Handbook. The Writing Center @ The University of Wisconsin -- Madison, 29 Aug. 2014.  
Examples from Graff, G., & Birkenstein, C. (2014). Her Point Is: The Art of Summarizing. In They Say / I Say: The Moves That Matter in Academic Writing (3rd ed., pp. 30-31). W. W. Norton & 
Company.  

 
Different Types of Plagiarism 

 
The paragraphs below show a passage as it appears in an original book, two paraphrases that are plagiarized, and 
an example of a correct citation. Read each of the paragraphs and discuss the differences between Word-for-Word 
Plagiarism and Patchwork Plagiarism with your group. Use the questions below to help facilitate your discussion, 
and be prepared to discuss your group’s ideas with the rest of the workshop participants.  
Original Source 
 

Many writers shy away from summarizing – perhaps because they don’t want to take the trouble to go 
back to the text in question and wrestle with what it says, or because they fear that devoting too much 
time to other people’s ideas will take away from their own. When assigned to write a response to an 
article, such writers might offer their own views on the article’s topic while hardly mentioning what the 
article itself argues or says. At the opposite extreme are those who do nothing but summarize. Lacking 
confidence, perhaps, in their own ideas, these writers so overload their texts with summaries of others’ 
ideas that their own voice gest lost. And since their summaries are not animated by the writers’ own 
interests, they often read like mere lists of things that X thinks of Y says – with no clear focus (Graff & 
Birkenstein, 2014). 

 
Word-for-Word Plagiarism 
 

  Many writers shy away from summarizing. It might be because they don’t want to take the trouble to go 
back to the text in question and wrestle with what it says, or maybe it is because they fear that devoting 
too much time to other people’s ideas will take away from their own. When they write a response to an 
article, writers like this might offer their own views on the article’s topic, but they hardly mention what the 
article itself argues or says. On the other extreme are those who do nothing but summarize. They lack 
confidence in their own ideas, so these writers so overload their texts with summaries of others’ ideas that 
their own voice gest lost. And since their summaries are not animated by the writers’ own interests, they 
often read like mere lists of things that X thinks of Y says. That is, they lack clear focus.  

 
Why this is plagiarism 

Notice that the writer has “borrowed” Graff & Birkenstein’s words and has also largely maintained the 
authors’ method of expression and sentence structure. The underlined phrases are directly copied from the 
source or changed only slightly. Even if the student had cited Graff & Birkenstein as the source of the 
content, the passage would be plagiarized because no quotation marks indicate that the phrases come 
directly from the original text.  
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Patchwork Plagiarism 
  Graff and Birkenstein (2014) describe how many writers shy away from summarizing.  They explain that 
perhaps this occurs because writers don’t have time to go back to the text in question and wrestle with 
what it says. These writers avoid mentioning what the article argues or says, and they only offer their own 
views on merely the article’s topic. On the other hand, some authors do nothing but summarize. They seem 
to lack confidence in what they have to say, so writers like this summarize others’ ideas to the point that 
their own voice gest lost. 

Why this is plagiarism 
This paraphrase is composed of pieces in the original author’s language (underlined) and pieces in the new 
author’s words. They are all rearranged into a new pattern, but none of the borrowed pieces are in 
quotation marks. Thus, even though the writer acknowledges the source of the material, the underlined 
phrases are falsely presented as the new author’s own. This is plagiarism.  

Substitutive Plagiarism (Inappropriate Paraphrasing) 
 

  Many writers avoid summarizing – maybe because they don’t want to be bothered to go back to the text 
and understand with what it says, or maybe they fear that devoting that much time to other’s ideas will 
diminish their own. When they write a response to an article, these writers offer their views on the article’s 
topic but barely mention what the article argues. On the other hand, some authors do nothing but 
summarize. They lack confidence, perhaps, in their own ideas. These writers overload their texts with 
summaries of others’ ideas so much that their own voice gest lost. Since their summaries are not animated 
by their own interests, the summaries often read like lists of things that X thinks of Y says. That is, they have 
no clear focus. 

Why this is plagiarism 
This paraphrase, much like Patchwork Plagiarism, is composed of the original author’s language, but some 
words have been changed to be synonyms (underlined) to avoid direct plagiarism. All of the ideas, most of 
the sentence structure, and most of the words are from the original source, and none of the borrowed 
ideas or words are attributed to the original author. That means that the words are presented as the new 
author’s, which means that this is also plagiarism.  

A Good Citation 
 

  In The Art of Summarizing, Graff and Birkenstein (2014) provide two different problems that arise when 
authors attempt to summarize source material. For one, some authors do not look at the main point, or 
argument, of an article. Instead, these authors focus on the article’s topic and explain their own opinion to 
such an extreme that they leave out any reference to how the article’s argument plays a part in their 
research. Another problem some authors face is summarizing too much. These authors “so overload their 
texts with summaries of others’ ideas that their own voice gest lost” (p. 31). Due to these difficulties, many 
authors choose to avoid summarizing altogether.  

Why this is a good paraphrase 
The writer has documented Graff & Birkenstein’s material and specific language (by direct reference to the 
authors and by quotation marks around language taken directly from the source). Notice that the writer 
has changed Graff & Birkenstein’s language and sentence structure. This is also the method an author can 
use to add material to fit his or her new purpose. 
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Group Discussion: In a group, talk about the following questions. 
 
 1. What is the difference between Word-for-Word Plagiarism and Patchwork Plagiarism? 

2. Why is Patchwork Plagiarism considered plagiarism? Why is it not OK in academic writing? 
3. Did any of these types of plagiarism surprise you? Why? 
4. Are these definitions of plagiarism different in your culture? How? 
5. What type of plagiarism do you feel is the most common? Why? 

 6. How can you avoid plagiarism? 
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Did I Plagiarize? Avoiding Plagiarism in English Academic Writing 
Peer Review Worksheet 

 
For this activity, you will be reading a piece of academic writing from one of your peers. Focus your evaluation of 
the paper on the following questions. Please write full answers that offer suggestions on how the writer can 
improve his or her writing. 
 
Part I: Editing and Marking 
 Read your peer’s paper and label claims with a C and evidence with an E. This will help the writer distinguish what information needs to be supported and what is his or her own claim. 
 Identify quotes and paraphrases by underlining them. Mark any sentences that are questionable (if any sentences or word choices seem out of place, mark them to discuss with the author during the discussion).  

Part II: Questions 
 
1. What is the paper’s thesis statement? 
 
2. Is the thesis supported by external sources? 
 
3. How many direct quotations do you see? 
 
4. How many paraphrases do you see? 
 
5. Do you consider the paraphrases and direct quotations appropriate? Can you suggest alternatives? 
 
6. Are all the sources correctly cited?  
 
7. Is it clear whether the information comes from the writer or the sources? 
 
8. Are there any sentences that you feel should be in quotes or attributed to another source? 
 
9. What did you learn from the paper? 
 
10. Does the paper show that the author understands where their voice is in the field? How do you know? 
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Plagiarism / Authorship Scenarios 
Goal: This activity is designed for workshop participants who have already been familiarized with plagiarism. It is a 
group activity to discuss several scenarios, ranging from collegiate writing to professional journal writing.  
Directions: Cut out each scenario and distribute one to each group. Each group gets 10 minutes to discuss the 
scenario and come to a consensus about whether it is plagiarism or not. They should be prepared to answer 
“why.” Each group then presents their scenario to the class/other participants and describes their position. The 
workshop leader then lets other groups comment on the scenario before explaining whether the scenario is indeed 
plagiarism and why. 
 
 
Scenario 1 
Annisa is a student who has been working with a writing center tutor on a paper for her English class. 
Her tutor, Farel, has studied in the United States for several years and is fluent in English. Annisa has 
been going to the writing center for about a week and feels that Farel offers a lot of great advice. He 
often crosses out two or three sentences and rewrites them for her. She doesn’t really understand the 
new sentences, but trusts that Farel knows what he is doing. He even sometimes asks Annisa what she is 
thinking and then writes a new sentence for her. If Annisa turns the paper in for her class, has she 
plagiarized? 
 
Scenario 2 
Professor Rafi is working with a student on a research project. The student graduated before the paper 
was published, though, and has left the city for a job elsewhere. Before she left, the student completed 
her half of the research, leaving Rafi with the resultant data. Rafi uses that data in a new project and 
writes an article for publication without consulting his old student. Is Rafi allowed to claim that he is the 
only author?  
 
Scenario 3 
Gita is a student working on a paper for her economics class. She knows her roommate took the class 
the previous year. She asks her roommate for help with the paper and uses a lot of her roommate’s 
sources and ideas. Carla then turns the paper to her professor. Has she plagiarized?  
 
Scenario 4 
Abigail is an associate professor of linguistics and has published several original research papers in 
international journals and more than ten articles in national journals. She has spent several weeks 
compiling notes for a literature review that she hopes to send to a national journal in a few weeks. 
Unfortunately, when she looks at her notes, she can’t remember if the words are directly quoted from 
the original source or if she paraphrased the information while she was reading. She no longer has the 
books at her home. What can she do? 
 
Scenario 5 
Henry is enrolled in a two-credit art class. In addition to a final art project, he also has to write a five-
page essay on a historic art movement of his choice. He uses a lot of material from the Internet in his 
essay, and he doesn’t have time to cite it properly. He figures it is OK since most of his grade is based on 
the art project. The class isn’t really an academic class, so Henry figures it doesn’t matter whether the 
quotes are cited properly. Is he guilty of plagiarism. 
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Graphs to Paragraphs: Explaining Data in Writing By Alicia Brill, Alfredo Gaona, Lusi Susanti, and Urai Salam 
Goals As a result of this workshop, participants will be able to 

 effectively describe data, charts, and graphs in a paragraph 
  use reporting verbs appropriately 

 
Materials 

 Handouts (one for each participant) o Model o Handout 1 (men and women in further education in Britain, 2 pages) o Handout 2 (foreign language anxiety – findings and discussion, 2 pages) o Handout 3 (foreign language anxiety – findings, 1 page) o Handout 4 (distribution of population by education level, 2 pages) o Handout 5 (Coursera, 2 pages)  Computer  Projector 
 
Before the workshop 
Ask students to bring their own abstract/data that they are working on if they wish to use their 
own material for the final writing activity 
Adapt presentation as needed 
Make copies of handouts as noted above 

 
Activities 
 

Awareness Raising: Features of effective paragraphs 
Participants will be shown a model of an effective paragraph with an attached graph (model 
handout). The presenter will lead a discussion and solicit responses/opinions regarding what the 
participants believe are effective/well-written features/sentences of the paragraph. 
 
Evaluate paragraphs’ strengths and weaknesses 
Participants will be given a handout (handout 1) that includes a sample graph and three 
accompanying paragraphs. Students will work in pairs to review each paragraph and make notes 
regarding what each paragraph does well, what could be done better, what information could be 
omitted, which information needs to be included, and rank each paragraph in order of strength 
and effectiveness. Once pairs have finished, participants will join a presenter led group 
discussion regarding the effective and ineffective features of the sample paragraphs. 
 
Transition to Reporting Verbs 
The goal of this activity is to transition to the next activity in which students will be focused on 
choosing appropriate reporting verbs. While choosing the appropriate verb is the point of 
emphasis, it is also necessary to briefly cover the idea of the “degree of strength” of a word. 
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Adjectives are a great start and easy to understand, so participants can discuss the strength of 
this set of adjectives: delicious, good, amazing, tasty, great  
 
After this, the presenter will be able to transition to reporting verbs and their strength of 
certainty as used in academia.  
                                            
                                               Weak                                      Neutral                          Strong 
suggestion  alleges, intimates, 

speculates  
advises, advocates, 
hypothesises, posits, 
postulates, proposes, 
suggests, theorises  

asserts, recommends, 
urges  

 
Selecting the most appropriate reporting verbs  
Participants will be given a hand out (handout 2) that includes a graph and accompanying 
descriptive paragraph. The reporting verbs used are blanked out and are replaced with 4 
multiple choice words that convey similar meaning but with varying degrees of certainty and 
strength. Participants will work in pairs to complete the handout. Once pairs have finished, 
participants will join a presenter led group discussion and share their responses. The activity is 
done again using (handout 3) immediately after the group discussion on handout 2.  
 
Simplified reporting of data - 4 graphs and 3 sentences  
Participants will be given a hand out (handout 4) with 4 graphs and an available accompanying 
space for each for participants to write a sentence or two. Participants will focus on which data 
they chose to report and choose their reporting verbs carefully. They will work in pairs to 
complete the activity followed by a presenter led group discussion in which participants will 
share their responses 
 

Real data + Abstract  Write Paragraph  
Participants will be given a handout (handout 5) that includes an abstract (for context) and a 
graph (on an accessible topic). Participants will work to write a descriptive paragraph in pairs 
(or bring their own). Once participants have finished, they will share their paragraphs and 
receive feedback in a group discussion environment.   
 
 

Note  
One variation would be to create the handouts using texts from journals in the participants’ 
own fields. 
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Further Resources 
Here are some lists and reference pages for reporting verbs 
 The Writing Centre, University of Adelaide 

https://www.adelaide.edu.au/writingcentre/learning_guides/learningGuide_verbsForReporting.pdf 
 Academic and Student Support Services, Eastern Institute of Technology (ETI) 

http://www2.eit.ac.nz/library/OnlineGuides/Reporting%20Verbs.pdf 
 Study and Learning Centre, Royal Melbourne Institute of Technology  (RMIT) 

http://www2.eit.ac.nz/library/OnlineGuides/Reporting%20Verbs.pdf 
RMIT also has a useful page about using tables and figures. 
https://emedia.rmit.edu.au/learninglab/sites/default/files/Research_writing_tables%26figures_2015_Acc
essible.pdf 
 
The Writing Center at the University of North Carolina explains different types of graphs, 
figures, tables, etc., and gives advice about constructing them. 
http://writingcenter.unc.edu/handouts/figures-and-charts/ 
 
The United Nations Economic Commission for Europe goes into depth on how to present data 
visually; the advice in this booklet applies to a wide variety of writing situations for general 
audiences (not just academic publications). 
https://www.unece.org/fileadmin/DAM/stats/documents/writing/MDM_Part2_English.pdf 
  
English Oy has a business writing booklet about describing data which can be applicable to 
non-business environments. The advice on page 2 about paragraph structure when describing 
data is worth considering in light of the first part of this workshop. While overall this booklet 
has good information and exercises, it is over-prescriptive at times, so consider the 
information carefully in light of specific writing contexts (see note below). 
https://moodle.unitec.ac.nz/file.php/1723/English_material_Charts_graphs_and_diagrams_2008.pdf 

 
Some websites have exercises similar to the ones from this workshop. They may be useful for 
further practice or development 

 http://www.blairenglish.com/exercises/numbers_figures/exercises/explain_compare_charts/ex
plain_compare_charts.html  https://www.llas.ac.uk/materialsbank/mb064/studyskills/05/ws80205.htm 

 
Note about further resources: The IELTS has a writing task which asks test-takers to 
compare data from two graphs. As a result, a lot of the guidance on websites about writing 
paragraphs to describe data gives specific test-preparation advice (for example, see this page 
from Clearpoint English http://www.clearpointenglish.co.uk/describing%20graphs.htm). Some 
of this advice is generally applicable to writing paragraphs about data in a variety of 
circumstances, but some of it is specific to test preparation.  Thus, as presenters and writers do 
further research about this topic, be careful to adapt materials to suit the audience needs and 
writing context.  
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MODEL 1 

 
In 1990, an estimated 870 million 
adults in the world were illiterate (see 
table 3.1). By 2007, the number was 
estimated to be about 774 million, 
showing a slight decline by about 96 
million or 11 per cent. Over the same 
period, the number of illiterate women 
declined from about 549 million to 496 
million (about 10 per cent), while the 
number of illiterate men declined from 
321 million to 279 million (13 per cent). 
It should be cautioned here that 
changes in population size strongly 
influence these statistics. 
Interpretation of headcount 
comparisons of illiterate populations 
should be made with this caveat in 
mind. 
Most sub-regions of the world have 
registered at least modest decreases in 
the size of the illiterate population, 
with Eastern Asia registering one of the 
most rapid and substantial declines, 
partly due to the significant advances 
being made in China. Contrary to these 

trends, however, the size of the illiterate population increased in several countries in Africa (except 
Southern Africa), Northern America, Oceania and Western Asia. In the period 1990–2007, Africa added 
over 32 million illiterates, of which about 23 million or 72 per cent were women. The growth of the 
illiterate population in Oceania was almost entirely the contribution of the countries of Melanesia. The 
sub-regions of South-Central and Western Asia likewise saw a slight rise in their female illiterate 
populations despite showing a reduction in the number of illiterate men. About 99 per cent of the 
world’s illiterate population is concentrated in the less developed regions, and nearly three quarters of 
them live in South-Central Asia and sub-Saharan Africa, with the former accounting for over half of the 
total. The size of the illiterate population in South-Central Asia is primarily a reflection of the situation in 
the populous countries of Bangladesh, India and Pakistan. 
Source: Excerpt from Chapter 3 of The World's Women 2015: Trends and Statistics by United Nations 
Statistics Division.  Licensed under a Creative Commons Attribution-Non-Commercial 4.0 International 
License. 
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Handout 1 
The chart below shows the number of men and women in further education in Britain in 

three periods and whether they were studying fulltime or part-time.  

 
Model answer 1 
The bar chart illustrates how many males and females have studied in full-time and part-time 
education in the following years: 1970 to 1971, 1980 to 1981 and 1990 to 1991. 
 
It is clear that in all three time periods more people of both sexes were involved in part-time 
education than fulltime. Overall the number of men in fulltime education rose from 
approximately 100 thousand to 200 thousand, whereas the number of men in part-time education 
was lower in the early nineties than twenty years earlier. 
 
As far as women are concerned, the numbers increased in both sectors of education. The number 
of part-time female students increased dramatically from 700 thousand to 1.2 million in the 
twenty year period. The amount of women in fulltime education went up more gradually from 
100 thousand in 1971 to just over 200 thousand in 1991. This was similar the increase for 
fulltime male students. 
 
To sum up, the number of women in both sectors increased significantly while it seems that the 
rate of men entering part-time education decreased a little and was fluctuating. 
(179 words) 
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Model answer 2 
This is a bar chart of the number of men and women in further education in Britain in three 
periods. In 1970, Most of Men were studying part-time but from 1980, studying part-time as 
decreased and studying full-time was increased and in 1990, it was twice as many students as in 
1970. On the other hand, Women studying Full-time were increased and not only Full-time, part-
time also were increased. In 1990, studying full-time was three times as many students as in 
1970. If compare Men and Women, as you see, in 1970, Men were studying more than women 
full-time or part-time but it changed from 1980 and then, in 1990, Women were studying part-
time more than Men and studying full-time was same number. 
 
It shows you women have a high education now. 
(132 words) 
 
Model answer 3 
According to this graph, the number of men and women in further education in Britain shows 
that following pattern. In the case of male, the number of male has declined slightly from about 
100 thousands in 1970/71 to about 850 thousands in 1990/91. However, this figure rose back to 
about 850 thousands in 1990/91 from about 820 thousands in 1980/81. The proportion of full-
time education has declined during this period. However, the proportion of part-time education 
has increased dramatically. 
On the other hand, in the case of female, the number of both full-time education and part-time 
education has increased during the period. 
From about 700 thousands in 1970/71, these figures rose to about 820 thousands in 1980/81, to 
about 1100 thousands in 1990/91. 
In terms of full-time education, this figure rose by about 260 to about 900 in 1990/91. 
On the other hand, with respect to part-time education, this figure rose dramatically between 
1980/81 and 1970/71. However this figure rose slightly between 1980/81 and 1990/91. 
(165 words) 
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Anandari, C. L. (2015). Indonesian EFL students’ anxiety in speech production: Possible causes and remedy. TEFLIN Journal, 26(1). 

Handout 2  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Directions: Underline the reporting verbs in the text below. 
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Directions: Look at the reporting verb table (see below). What are some other reporting verbs that you 
can use to change the verb the author selected without changing the meaning? 
 
Paragraph 1  
Author       Your Ideas    

1. was evident     ______________________ 2. had an anxiety     ______________________ 3. experienced     ______________________ 4. would feel anxious    ______________________ 5. they felt     ______________________ 6. was evident     ______________________  
Paragraph 2 
Author       Your Ideas 

1. realized     ______________________ 2. stated      ______________________  
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Handout 3 
Directions: Now pretend that 
you have just completed your 
research and these are your 
findings. 
 
 
Using the reporting verb table 
from Handout 2, report your 
findings for the 6 statements. 
Helpful hints:  

- Only focus on the highest or lowest percentages in the data.  
- Remember to vary the verbs you select!  

 
 
1. _________________________________________________________________________________  
 
2. _________________________________________________________________________________ 
 
3. _________________________________________________________________________________ 
 
4. _________________________________________________________________________________ 
 
5. _________________________________________________________________________________ 
 
6. _________________________________________________________________________________ 
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Handout 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
TPD = Teacher Professional Development 
PD = Professional Development 
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Reference 
 

Silvia, A. (2015). Coursera online course: A platform for English teachers’ meaningful and vibrant 
professional development. TEFLIN Journal, 26(2). 
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 Workshop Plan 
 

Title Straight to the Point: Writing Effective Abstracts for Publication 
Contributors:  Sean Stellfox, Herman Felani, Casey Moorman, and Hesti Sulistyowati 
 
Goals 
Participants will be able to identify the qualities of an effective abstract and improve the ability 
to write an abstract for international publication. Participants will learn about the length of the 
abstract, verb tense used, reasons abstracts do not get accepted by publishers, rhetorical moves, 
and sentence organization of an abstract. Participants will also learn how to use an abstract rubric 
to assist in process of their abstract writing. Participants will also write an abstract using an 
authentic research paper to demonstrate mastery of objectives.   
 
Materials  

 T/F cards (color-coded red/green)  moves chart  large paper  5 different colored markers  Handouts: o 3 examples of abstracts (one set for pairs or small groups)  o abstract sentence strips (one copy for each small group)  o checklist/rubric (one for each participant) o authentic research papers for small groups   mobile phone with Internet connection  projector  computer 
 
Before the workshop 

 Get an estimate of number of participants  Print and copy handouts as noted above  Find and print authentic research articles based on the academic subject of the audience  
 
 
 
NOTE: This workshop has two plans for the same sequence of activities.  
The first one contains notes about rationale and considerations for implementation. The second 
one lists the steps without the longer descriptions. As a workshop facilitator, make sure you are 
familiar with the details in the first plan. Once you know the rationales and considerations, you 
can use the second plan as an outline as you give the workshop.  
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Activity Plan, version 1 – with Rationales and Considerations 
 Hook: True/False Activity (5 minutes) 

This activity is used the hook to the workshop and helps as a needs assessment where the 
facilitator can learn about the prior knowledge of the participants. For the True/False Activity, 
please prepare color-coded T/F cards (red for false and green for true). Instruct participants that 
they will be asked a few true and false questions and will need to show their answers by holding 
up the T/F card that corresponds to their answer.  This activity will lead to a discussion based on 
the content of the true and false questions.    
 
Steps: 

1. Distribute T/F cards in advance * 
2. Read statement and participants will decide if statement (listed on PPT) is true or false by 

raising one card. For example, the red card is False and the green card is True 
3. Use activity as a discussion point and needs analysis 
*Modification: If T/F cards are not available, participants can stand up/sit down 

 
 Overview of Abstract: What is an Abstract? (15 minutes)  

The next series of activities act as the introduction to the workshop. In these activities 
participants will learn the basic overview of abstracts, review submission guidelines, and 
discover reasons why abstracts do not get accepted.   

 
Steps: 

1. Discuss features of Abstracts, Length, Linguistic Features 
For this activity the facilitator turns to the participants to continue the needs assessment.  It 
should be noted that many of the participants for this workshop have strong background 
knowledge of abstract writing and are aware of how to write an abstract. However, what 
participants need is to understand how to strengthen their abstract writing. Keep in mind many 
older professors and lecturers may feel insulted if their title and rank is not respected. This 
section serves as a general discussion and can be open to questions and comments from the 
audience.  

2. Review submission guidelines from US Department of Energy 
Given that many participants have already written abstracts, or are in the process of abstract 
writing for their research, it is helpful to review submission guidelines for an abstract. For this 
activity participants will examine a “real world” abstract guidelines from the US Department of 
Energy. It is important to point out that submission guidelines will vary and participants may 
need to modify an already existing abstracts if submitting to multiple journals. Therefore, it is 
critical that participants understand the importance of reading a submission guideline carefully.    

3. Introduce 10 Reasons Why Abstracts are Not Accepted 
This activity acts as checklist for the next activity. In this activity participants are given 10 
possible reason why a publisher would not accept an abstract. It is important to avoid using 
negative worlds like “rejected” and try to use “not accepted” as much as possible.   

4. Provide Accepted/Rejected Examples 
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Using “real world” examples, participants will examine reason why abstracts were accepted or 
not accepted.  

5. Gather reasons from Participants 
Turning the discussion to the audience, the facilitator will be able to check for understanding of 
the content and bridge any gaps the participants may have. This also allows professors and 
lectures the opportunity to share their own experience and knowledge. It is important to respect 
the participants title and rank.  

6. Examine reasons from the Experts.  
The last two slides in this section are several points made by experts in the academic writing 
field. This should help validate any points made during the previous discussion and information 
sharing sessions.    
 

 Rubric Activity with SCOPUS Articles (10 – 15 minutes)  
Participants will examine a rubric designed to evaluate the quality of an abstract. This rubric 
examines the information structure, sentence-level issues, and other issues. Participants may 
need to be instructed on what a rubric is and how to use it.   
1. Handout copies of the rubric and examine the features of the rubric  
The facilitator will distribute the rubric and explicitly explain each key feature of the rubric. 
Make sure each participant is aware of the features of the rubric and understands how they can 
use this rubric to evaluate their own abstracts. To help sell this point, the facilitator will lead a 
review of a scopus abstract using the rubric.  
2. Using the abstract rubric participants will examine 3 abstracts 
Distribute copies of the three abstracts and have participants work in small groups or partners 
(depending on the size of the groups). Please instruct participants that they will use the rubric to 
evaluate the abstracts for the features listed in the rubric. This activity allows the participant to 
have a hands on experience with the rubric and evaluate qualities of accepted rubrics.    
 

 Rhetorical MOVES Activity (10 minutes)  
In the final major activity for this workshop, participants will learn the importance of unity and 
coherence in an abstract. This will be done by examining Swales' five rhetorical moves found in 
abstract writing. These are moves that will allow an abstract to have coherence. 

1. Discuss the five MOVES from Swales  
Swales points out five rhetorical moves used in abstract writing. Using the slide titles “Rhetorical 
Moves” the facilitator will examine these five moves with participants.  

2. Using an authentic abstract, number the MOVES used and discuss the value of each one 
The next slide is from Swales and show an authentic text with the five moves explicitly labeled. 
Participants will see how the moves connect and the flow of ideas used.   

3. Divide participant into small groups. Distribute an abstract and the MOVES chart in the 
form of sentence strips 

To help evaluate the five moves, participants will do an activity that is designed to show how the 
five moves are uses. For this activity, small groups of participants will be given a group of 
sentence strips. Each sentence is part of an abstract; however, the sentences are rearranged and it 
it up to the participants to use the five moves to reorder the sentences to create an abstract that 
has unity and coherence.  
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4. Participants compete to put sentence strips in the correct order according to the MOVES 
chart 

Participants in this workshop will arrange the sentences based on the five moves to create full 
abstract that has unity and coherence.  

5. The first group who completes the abstract with accuracy wins!  
If the facilitator would like, they could have a prize for the winning group.  

6. Discuss the value of each move in an abstract 
The facilitator will review the five moves and how each sentence in the activity relates to each 
move.  

 
 Write an Abstract (30-40 minutes)  

To demonstrate mastery of objectives, participants will be asked to write an abstract based on an 
authentic research article. It is important for the facilitator to search for the article in the field of 
the audience, so the text is familiar. It is also important to point out to participants that they do 
not need to read the article, but only scan it for the major content and important ideas, because 
this will be the information needed for the abstract.  

1. Participants continue to work in small groups. Distribute short, authentic research 
articles.  

Facilitator will print a short research based on the academic subject the audience teaches. 
Facilitator can use a database or google scholar to find an authentic research article. Keep in 
mind that it is best to find a shorter and easy to read article to keep the time limited for this 
activity.    

2. Explain how students will analyze the article in order to write an abstract  
In small groups, participants will read the short authentic research paper and analyze the paper 
using what they learned in the workshop. Remind participants that they should just scan the 
article. Participants do not need to read the full article in detail, because they will only include 
the information necessary for the abstract.  

3. Using the MOVES chart, participants write the first draft of an abstract  
The participants should use the five moves to deconstruct the elements of the short research 
article. Remind participants they only need to scan the article, as they will only be writing the 
abstract for this article.  

4. Distribute materials for Gallery Walk activity. Participants transfer abstract written to a 
large paper and leave space for questions/compliments/suggestions. Address use of 
MOVES.  

After each group is finished, they will write their abstract on a large piece of poster paper.  
5. Label each “move” using a different color.  

The participants will use the markers to label the moves found in their abstracts.  
6. Tape first draft of abstract around the classroom 

Each group will then post their abstracts on the walls in the room.  
7. Show example of what it should look like after all the questions/compliments/suggestions 

and give participants time to write questions/compliments/suggestions. 
Walking around the room, each group of participants will write 
questions/compliments/suggestions on the other groups abstracts. This will allow participants to 
demonstrate understanding of objectives because they can then evaluate their peers.   
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8. Return the first draft of abstracts to each group and provide time to revise. 
Allow participants to review the comments about their abstracts and give them time to revise 
their abstracts. This will allow participants to understand the process of writing an abstract and 
gain feedback from their peers.  
 

 Kahoot or PowerPoint Review* 
To review the content of the workshop, participant can take a short interactive quiz. This quiz is 
designed using Kahoot and uses participants smart phones to answer questions. However, if 
internet and connection issues occur, there is a back up review powerpoint quiz. Follow 
instructions below for additional information about the review quiz.   

 
References 
John M. Swales, Christine B. Feak (1994). Academic Writing for Graduate Students Essential Tasks and 
Skills: A Course for Nonnative Speakers of English, University of Michigan: Michigan 
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Activity Plan, version 2 – Outline/Directions only 
 

Hook: True/False Activity (5 minutes) 
1. Distribute T/F cards in advance * 
2. Read statement and participants will decide if statement (listed on PPT) is true or false by 

raising one card. For example the red card is False and the green card is True 
3. Use activity as a discussion point and needs analysis 
*Modification: If T/F cards are not available, participants can stand up/sit down 

 
Overview of Abstract: What is an Abstract? (15 minutes)  
1. Discuss features of Abstracts, Length, Linguistic Features 
2. Review submission guidelines from US Dept. if Energy 
3. Introduce 10 Reasons Why Abstracts are Not Accepted 
4. Provide Accepted/Rejected Examples 
5. Gather reasons from Participants 
6. Examine reasons from Experts 

 
Rubric Activity with SCOPUS Articles (10 – 15 minutes)  
1. Hand out copies of the rubric and examine the features of the rubric  
2. Using the abstract rubric participants will examine 3 abstracts 

 
Rhetorical MOVES Activity (10 minutes)  
1. Discuss the five MOVES from Swales  
2. Using an authentic abstract, number the MOVES used and discuss the value of each one 
3. Divide participant into small groups. Distribute an abstract and the MOVES chart in the form 

of sentence strips 
4. Participants compete to put sentence strips in the correct order according to the MOVES 

chart 
5. The first group who completes the abstract with accuracy wins!  
6. Discuss the value of each move in an abstract 

 
Write an Abstract (15 minutes)  
1. Participants continue to work in small groups. Distribute short, authentic research articles.  
2. Explain how students will analyze the article in order to write an abstract  
3. Using the MOVES chart, participants write the first draft of an abstract  
4. Distribute materials for Gallery Walk activity. Participants transfer abstract written to a large 

paper and leave space for questions/compliments/suggestions. Address use of MOVES.  
5. Label each “move” using a different color.  
6. Tape first draft of abstract around the classroom 
7. Show example of what it should look like after all the questions/compliments/suggestions 

and give participants time to write questions/compliments/suggestions. 
8. Return the first draft of abstracts to each group and provide time to revise. 
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Kahoot or PowerPoint Review (depending on technology access) 
 
Kahoot instructions: 
1. Participants take out mobile device. Display the Kahoot Activity: Straight to the Point: 
Writing Effective Abstracts for Publication on the board using a projector 
(https://create.kahoot.it/?_ga=1.114990151.1113989497.1442634646#user/94d2d9ae-a92e-
4ea4-951d-8c7f295e0db6/kahoots/created)  
2. Participants will go to kahoot.it and type in code provided on instructor’s screen 
3. At the kahoot.it link, there will be a short review quiz game for participants to take  
4. Have fun! 

 
PowerPoint instructions: 
1. If Internet connection becomes an issue, please use the PowerPoint slides to play the 

short review quiz game with participants.  
2. Have fun! 

 
Quiz Questions 

1. An abstract is a      of your completed research. 
a. Lengthy 
b. Short ← CORRECT 
c. Complicated 
d. Serious 

 
2. What verb tense(s) can be used in the abstract? 

a. Past and present ← CORRECT 
b. Only past 
c. Only present 
d. Present progressive 

 
3. Which of the following should not be used in the abstract? 

a. Results 
b. Graphs   ← CORRECT 
c. Background 
d. Recommendations 

 
4. An abstract must be understandable to a     audience. 

a. Wide     ← CORRECT 
b. Specific 

 
5. Which of the following should be avoided when writing abstracts? 

a. Jargon 
b. Charts 
c. Contractions 
d. All of the above   ← CORRECT 
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a. Abstract Rubric 
 
Student:………………………...…………… Consultant:………………….…… Date: ……….. 

 
 

From margaret.cargill@adelaide.edu.au  

No. Criterion Excel-lent  Satis-factory  Below reqmnt 
1 information structure 
1.1 The information about background knowledge of the research  

     
1.2 The description of the reasons behind the research       
1.3 The explanation of the qualitative/quantitative research       
1.4 The discussion of the result presented       
1.5 The recommendations and conclusion statement      
2 Sentence-level issues 
2.1 Sentence structure is accurate and effective      
2.2 Vocabulary is appropriate to audience/ document      
2.3 Noun phrases accurate: sing/pl, articles, generic/specific      
2.4 Verbs: Tense choice and form are accurate      
2.5             Active/passive forms and choice are appropriate      
2.6             Subjects and verbs agree      
3 Other issues needing attention 
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Abstract Sentence Strips 
 
Directions: Organize the following pieces of the abstract in the correct order according to the moves  chart. 
  Prekindergarten programs are expanding rapidly but 
evidence on their effects is limited. 
 
Finally, we find some evidence that prekindergartens 
located in public schools do not have adverse effects on 
behavior problems. 
 
We find that prekindergarten is associated with higher 
reading and mathematics skills at school entry. but also 
higher levels of behavior problems. 
  
By the spring of first grade, estimated effects on 
academic skills have largely dissipated, but the 
behavioral effects persist. 
 
Using rich data from Early Childhood Longitudinal Study, 
we estimate the effects of prekindergarten on children’s 
school readiness. 
  
Larger and longer lasting associations with academic 
gains are found for disadvantaged children. 
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Answer 
 
Prekindergarten programs are expanding rapidly but 
evidence on their effects is limited. Using rich data from 
Early Childhood Longitudinal Study, we estimate the 
effects of prekindergarten on children’s school readiness. 
We find that prekindergarten is associated with higher 
reading and mathematics skills at school entry. but also 
higher levels of behavior problems. By the spring of first 
grade, estimated effects on academic skills have largely 
dissipated, but the behavioral effects persist. Larger and 
longer lasting associations with academic gains are found 
for disadvantaged children. Finally, we find some 
evidence that prekindergartens located in public schools 
do not have adverse effects on behavior problems.   
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 Workshop Plan 
 

Title Strategies for Effective Proofreading and Editing for Professional Publication 
Contributors:  Jeremy Beal, Sultan Stover, Christian Albert Lewier, Jenny H. Pakasi 
 
Goals 

 Participants will be able to edit mechanical errors, basic grammatical errors, and sentence 
errors, such as sentence fragments and run-on sentences, subject-verb agreement, and 
verb tense, in articles they are preparing for publication. 

 Participants will identify possible patterns of error in their writing. 
 Participants will be able to use effective strategies for editing and proofreading. 

Time required 2-3 hours 
Materials 

 Grammar/strategy checklist and online resources for editing (one copy for each 
participant) 

 One-page sample paper for jigsaw activity (one copy for each participant) 
 Participants should each bring a paper that they are preparing for publication. 

Pre-workshop preparation 
Ideally, before the workshop, have participants fill out the grammar checklist. Then alter 
the sample paper to include the errors they indicate that they struggle with. In most cases, 
though, you will probably just need to guess what these will be and include those types of 
error. The sample paper provided here includes the following error types, which are 
common for Indonesian writers: capitalization, spacing, spelling, verb form (including 
verb tense, subject-verb agreement, and modals), run-on sentences, sentence fragments, 
clause with missing subject or verb, and singular/plural nouns. 

Activities 
Warm-up: Freewriting (10-15 minutes) 
Participants write for five minutes based on the following prompt: “Tell about a course 
you teach or have taken. What do you enjoy about the class? What are some successes 
and difficulties you or your students have in the class?” Trade papers with a partner. The 
partner comments on one thing to improve about the writing. 
 
Grammar checklist (10-15 minutes) 
The purpose of this activity is for participants to reflect on what areas of grammar they 
understand well. It will also give the presenter(s) an idea of what participants can do. 
Distribute one checklist to each participant. Give about 3-4 minutes to complete the 
checklist. Discuss the results in small groups. (This will allow the participants to help 
each other understand the grammar items on the checklist. The presenter can monitor to 
assess what areas participants struggle with most and possibly give feedback and 
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explanations.) Finally, have each group choose one area they struggle with from the 
checklist and share it with the whole group. Save the checklist to use during peer editing 
activities later in the workshop. 
 
Strategy checklist (10 minutes) 
Have participants complete the strategy checklist. Have a brief discussion about these 
strategies. 
 
Editing practice jigsaw (30 minutes or more) 
Split participants into four or more groups. Distribute a copy of the sample paper to each 
participant. Assign each group a different editing task and explain how to mark the error 
in the paper. For example, one group could find all the sentence fragments, another group 
could mark errors in singular/plural forms, and so on. Ideally, these tasks should be 
related to areas of weakness that were reported during the grammar checklist activity. 
Next, form new groups consisting of one person from each of the previous groups. Group 
members should each discuss the editing task they did in the previous group, pointing out 
all the errors they discovered. Next, the groups should decide how to correct each error. 
During the activity, monitor and assist as needed, making note of any difficulties the 
participants are having. When the groups have finished, give a brief explanation of any 
difficulties you noticed and point out any grammar errors that the groups missed. This 
feedback will act as a quick review of basic writing errors. 
 
Peer editing (40 minutes or more) 
Form groups of three or four. Using their own written work (each participant should 
bring a paper they are working on to the workshop), have participants edit each other’s 
work. At least two people should edit each paper. (If the papers are long, they could edit 
just a portion of the work). Afterwards, peer editors discuss what they marked with the 
author, identifying any error patterns. Compare the grammar checklist the author 
completed at the beginning of the workshop with the error patterns discovered while peer 
editing. Discuss any differences between the author’s perception and their actual error 
patterns. 
 
Question and answer session (15 minutes or more) 
Allow participants to ask questions and comment about any of the material from the 
workshop and about the results of the peer-editing activity. Point out the online resources 
for editing printed on the error coding handout. 
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Notes 
Have a couple sample papers prepared in case some participants do not bring their own paper 
to the workshop. 

 
Further Resources 

The Purdue Online Writing Lab (OWL) has several web pages on proofreading, such as 
general strategies (https://owl.english.purdue.edu/owl/resource/561/01/) and specific errors 
(https://owl.english.purdue.edu/owl/resource/561/02/).  
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Grammar Knowledge Checklist 
(Adapted from Ferris, D. (2014). Language power: Tutorials for writers. Boston, MA: Bedford/St. 
Martin’s, pp. xiv-xvi.). 
A. The following chart contains several foundational areas of language knowledge. Please indicate your 
confidence level with each. 
Area of knowledge Very confident Somewhat confident Not confident Not sure what it means 
Identifying parts of speech of individual words in a sentence 

    

Identifying the subject and predicate (verb) in a clause or sentence 
    

Identifying different phrase types     
Distinguishing between dependent and independent clauses 

    

Identifying sentence types and how to punctuate them 
    

 
B. The following chart lists common problems with grammar and mechanics. Please indicate how much 
you struggle with each of these problems. 
Issue or error Frequently struggle with Sometimes struggle with Never struggle with Not sure what it means 
Wordy or awkward sentences     
Limited vocabulary or repetition     
Lack of connectors or transitions between sentences and paragraphs 

    

Misuse of passive voice     
Incorrect word choice     
Informal word choice     
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Word form     
Commas     
Apostrophes     
Punctuation in general     
Pronoun reference     
Verb tenses     
Subject-verb agreement     
Sentence boundaries (run-ons, fragments)     
Noun plurals     
Articles (a, an, the)     
Verb phrases     
Preposition usage     
Other (please explain)     
 

Editing strategy checklist 
Strategy I always do this I sometimes do this I never do this 
Leave time between writing and final editing    
Read the paper aloud    
Focus on specific known areas of weakness    
Use online resources to check for errors or research language choices    
Use word-processing software to check for errors    
Ask someone else to proofread or edit    
 

Online resources for editing 
Purdue Online Writing Lab (OWL): https://owl.english.purdue.edu/owl/  



Academic Writing for Publication RELO Jakarta Page 170 

 
Sample Paper 

Facebook, Hi 5, Tuenti, Orkut, and Twitter, the world is more connected than ever before in history due 
to the social network. We can staying in touch with our friends wherever they are and exchange personal 
information about our everyday lives. The most successful of the social networks in the world today is 
Facebook. It's creator mark zuckerberg, who owns a quarter of Facebook's shares, is at the age of 26 the 
youngest multi-billionaire in the world. Perhaps when he create Facebook along with his co-creators, he 
could never have imagined the impact that it would have around the world. Initially intended for the 
exclusive use of an elite grup, students at a few Ivy league schools and Stanford, its popularity and use 
quickly spread to other universities and today more than 12% of the world's population is online as users. 
Why Facebook so successful? Well, first of all, we can't deny its coolness factor, something about it 
makes you want to be a part of it and if you aren't, you feel somehow out of touch, like you are not 
keeping up with the times, or like you are missing out on something big. Then, there is the fact that 
having a Facebook page in some way puts you on the map. You become part of a huge community, one 
with which you can sharing and exchange personal informations, picture, have a conversation, express 
your thought, and receive feedback, all at the same time. All of these thing help you to ultimately feel a 
lot more connected to those people in your network even if the connection is only a virtual one. 
                Of course, there is some concern about Facebook some people are worried about their personal 
privacy. Who really has access to your personal information? Could it be used against you? What 
about the possiblity of being stalked by an ex-partner or other people who just want to get information 
about you? Some people concerned about child predator that often 'friend' naive young child and teen 
with ulterior sexual motives. Then, there is the subtle fact that Facebook may even manipulate us and that 
it is changing how we as Consumers act. When you press 'like' or 'dislike' in response to an advertisement 
or topic. You are actually providing statistical data to marketers and revealing yourself as a potential 
client.  Another very important thing that is probably of more concern to repressive governments than to 
the average person is the so-called Facebook Revolution, the use of digital technology among youth to 



Academic Writing for Publication RELO Jakarta Page 171 

mobilize for a change in the status-quo. president Obama's campaign managers use it successfully for the 
first time during his presidential campaign to organize a grass-roots movement. Recent uprisings in some 
Arab countries and in other parts of the world have shown how effective it can be for discontented youth 
to have a wide ranging, accessible forum to express their feelings and to provide them a means of 
mobilizing a sosial movement. Just recently in New York City a movement to occupy Wall Street has 
taken hold and has now spread to over 82 countries around the world. The organization of these protests 
is supported and maintained by social networks. 
                 There is no doubt that Facebook is truly a phenomenon and its creators has only just scratched 
the surface of its potential. Already, many changes is being made as to how we can use it and its many 
applications. Is a powerful means of communication and one that has changed how a generation interacts, 
and how the world interacts. It has made the world a much smaller place and has facilitated 
communication between people like nothing before since the telephone. 
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Sample Paper—Error Correction Key 
Facebook, Hi 5, Tuenti, Orkut, and Twitter, the world is more connected than ever before in history  
 
due to the social network. We can staying in touch with our friends wherever they are and exchange  
 vf: can stay 
personal information about our everyday lives. The most successful of the social networks in the  
 
world today is Facebook. Its creator mark zuckerberg, who owns a quarter of Facebook's shares, is at  
 cap: Mark Zuckerberg 
the age of 26 the youngest multi-billionaire in the world. Perhaps when he create Facebook along with  
 vf: created 
his co-creators, he could never have imagined the impact that it would have around the world. Initially  
 
intended for the exclusive use of an elite grup, students at a few Ivy league schools and Stanford, its  
 sp: group 
popularity and use quickly spread to other universities and today more than 12% of the world's  
 
population is online as users. Why Facebook so successful? Well, first of all, we can't deny  
                                  Frag: Why is Facebook so successful?   RO: Well, first of all, we can’t deny 
its coolness factor, something about it makes you want to be a part of it and if you aren't, you feel  
its coolness factor. Something about it makes you want to be a part of it… 
somehow out of touch, like you are not keeping up with the times, or like you are missing out on  
 
something big. Then, there is the fact that having a Facebook page in some way puts you on the map.  
 
You become part of a huge community, one with which you can sharing and exchange personal  
 vf: can share 
informations, picture, have a conversation, express your thought, and receive feedback, all at the same  
sing/pl: information, pictures, pl: thoughts 
time. All of these thing help you to ultimately feel a lot more connected to those people in your  
 pl: things 
network even if the connection is only a virtual one. 
  
                Of course, there is some concern about Facebook some people are worried about their  

   RO: Of course, there is some concern about Facebook. Some people are worried about their  
personal privacy. Who really has access to your personal information? Could it be used against you?  
personal privacy. 
What about the possiblity of being stalked by an ex-partner or other people who just want to get  
 sp: possibility 
information about you? Some people concerned about child predator that often 'friend' naive young  
                       Frag: Some people are concerned pl: predators 
child and teen with ulterior sexual motives. Then, there is the subtle fact that Facebook may even  
pl: children and teens 
manipulate us and that it is changing how we as Consumers act. When you press 'like' or 'dislike' in  
   cap: consumers Frag: When you press ‘like’ or  
response to an advertisement or topic. You are actually providing statistical data to marketers and  
‘dislike’ in response to an advertisement or topic, you are actually providing statistical data to 
revealing yourself as a potential client.  Another very important thing that is probably of more concern  
marketers and revealing yourself as a potential client. 
to repressive governments than to the average person is the so-called Facebook Revolution, the use of  
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digital technology among youth to mobilize for a change in the status-quo. president Obama's  
 cap: President 
 
campaign managers use it successfully for the first time during his presidential campaign to organize  
                            vf: used 
a grass-roots movement. Recent uprisings in some Arab countries and in other parts of the world have  
 
shown how effective it can be for discontented youth to have a wide ranging, accessible forum to  
 
express their feelings and to provide them a means of mobilizing a sosial movement. Just recently in  
 sp: social 
New York City a movement to occupy Wall Street has taken hold and has now spread to over 82  
 
countries around the world. The organization of these protests is supported and maintained by social  
 
networks. 
                 There is no doubt that Facebook is truly a phenomenon and its creators has only just  
 vf: its creators have 
scratched the surface of its potential. Already, many changes is being made as to how we can use it  
 vf: many changes are 
and its many applications. Is a powerful means of communication and one that has changed how a  
 Frag: It is a powerful means of communication 
generation interacts, and how the world interacts. It has made the world a much smaller place and has  
 
facilitated communication between people like nothing before since the telephone. 
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Keep Calm and Respond to Reviewers’ Reviews 
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Workshop Plan 
 

Title Keep Calm and Respond to Reviewers’ Reviews 
Contributors:  Samar Aal and Sisilia S. Halimi 
 
Goal  By the end of this workshop, the participants will be able to respond professionally and 
effectively to reviewers’ and responses through 

 understanding the review process   using politeness strategies and hedging to respond to editor’ reviews, and  expressing stances clearly.  
 
Materials 

 PowerPoint presentation, projector  Handouts  
1. Sample reviewer comments (1 per small group) 
2. Sample of author responses (1 per small group) 
3. Academic writing style: Hedging (1 per participant) 
4. Authors’ response to the review comments  (1 per participant) 
5. Respond to reviewer  (1 per participant) 

 
Before the workshop 

 Ask participants to bring authentic responses from editors on their own paper 
 Review and adapt Powerpoint presentation 
 Review plan and handouts, highlighting the information you want to emphasize in the activities (e.g., how authors stand their ground in responses)  Make copies of handouts  

Activities 
Introductions and Overview 
Introduce yourselves and go through the first few slides to present the goals and objectives of 
the workshop.  
 
The Review Process 
Presenter reviews the three responses that editors give for submitted manuscripts 
See slide “Reviewer’s Responses” – Accept, Reject, Revise and Resubmit 
 
Presenter elicits and discusses the review process. 
See slide “The Stages of the Review Process” 

 
Responding to Reviews – General Guidelines 
Presenter gives handout 1 and asks the participants to discuss the samples response from 
reviewers in small groups. The presenter asks how each comment makes the participant feel 
and why?  
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Presenter brainstorms suggestions as to how to react to reviewers’ responses and discusses 
general rules of thumb of how to react professionally.  
See slides “How to React to Comments” and “Some General Rules” 
 
Presenter shows 4 different responses from authors on the slides and collectively discuss 
them in terms of language use-verbs-style-tone.   Responses are on the slide and also on 
Handout 2  
 
Responding to Reviews – Hedging for Politeness 
Presenter discusses the language components/ politeness strategies/hedging use in the 
responses, gives examples and do the activity with them. Handout 3  
See slide “Politeness Strategies” and “Hedging as a Politeness Strategy” and the slide/handout with 
the list of eight hedging strategies. 

 
Analysis of Authors’ Responses 
 Presenter gives handout 4 and asks participants to analyze the 3 different responses from 
authors to a review’s comment. (pair work)  While discussing their analysis, the presenter points 
out how authors can disagree with the reviewer and stand their ground professionally. 
 
 
Practice: Writing a Response 
Presenter asks participants to write a good response using politeness strategy and hedging to 
respond to the comment from reviewer (in pairs) handout 5  
 
Class discussion  
 
The presenter asks participants to share the comments they have previously received from 
editors and work as whole class to give responses.  
 

    Closure: Summarize/overview and sharing resources.  
 
 
Notes 
Participants might not bring their papers with comments from other reviewers; have some 
authentic comments ready to discuss in cast this happens. You might collect some reviewer 
comments from your colleagues who have submitted manuscripts. You might collect some 
examples from online sources.  
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 References and Further Resources 
These two small books guide graduate students through the process of publication and are also 
useful for other academic writers 

 Navigating Academia: Writing Supporting Genres by John M. Swales and Christine B. 
Feak. Michigan: The University of Michigan Press 2011  

 Creating Contexts: Writing Introductions across Genres by Christine B. Feak and John 
M. Swales . Michigan: The University of Michigan Press 2011 

American Journal Experts has sound advice, including examples of how to make some very 
direct comments more polite when responding http://expertedge.aje.com/wp-
content/uploads/downloads/2013/08/AJE-Responding-to-Reviewers.pdf 
 
The academic publishing company Elsevier has compiled succinct tips for authors in this 2015 
article by Lucy van Hilten “3 top tips for responding to reviewer comments on your manuscript” 
m https://www.elsevier.com/authors-update/story/publishing-tips/3-top-tips-for-responding-to-
reviewer-comments-on-your-manuscript  
 
This article by Mriganka Awati contains a good summary of many of the points you have learned 
in this workshop http://www.editage.com/insights/how-to-respond-to-comments-by-peer-
reviewers   
 
This web page also reviews much of what you have learned and adds good points about 
resubmitting articles. “Top 10 Tips for Responding to Reviewer and Editor Comments”  
http://www.clinchem.org/content/57/4/551.full  
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Handout 1 
Samples of Reviewers’ Comments   

 
Adapted from: Navigating Academia: Writing Supporting Genres by John M. Swales and 
Christine B. Feak. Michigan: The University of Michigan Press, 2011 p. 68. 
These are four possible responses that you might receive from your reviewers: 
 
Reviewer A: 
 
“Your suggestions are neither practical nor justifiable. You need to change this and base your 
recommendations on more solid evidence.” 
 
 
 
Reviewer B: 
 
“The recommendations are weak.” 
 
 
 
Reviewer C: 
 
Your recommendations are interesting, but you need to improve them so that they are more 
practical and justifiable.” 
 
 
Reviewer D: 
 
Your recommendations are irrelevant to your points. 
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Handout 2 

Samples of Authors’ Responses  
 
Adapted from: Navigating Academia: Writing Supporting Genres by John M. Swales and 
Christine B. Feak. Michigan: The University of Michigan Press, 2011 p. 68. 
Which of the following four responses by the author do you 
prefer and why?  

1. I disagree with your feedback will withdraw the 
paper and resubmit it to another journal. 
 

2. You are essentially missing the point. My 
recommendations are not to contribute to the 
practical aspect of grading students’ writing, but to 
throw ideas on some possibilities to reduce 
subjectivity in grading students’ writing.  
 
 

3.  I have integrated your feedback in the article and 
indicated how I have done this. 
 

4.  My recommendations are based on Harmer’s (1998) 
opinions about reducing subjectivity in grading 
student’s writing. I don’t really understand why you 
think they are not justifiable. 
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Handout 3  
Academic writing style: Hedging 

1. Introductory verbs: e.g. seem, tend, look like, appear to be, think, believe, doubt, be sure, indicate, 
suggest 

2. Certain lexical verbs e.g. believe, assume, suggest 
3. Certain modal verbs: e.g. will, must, would, may, might, could 
4. Adverbs of frequency e.g. often, sometimes, usually 
4. Modal adverbs e.g. certainly, definitely, clearly, probably, possibly, perhaps, conceivably, 
5. Modal adjectives e.g. certain, definite, clear, probable, possible 
6. Modal nouns e.g. assumption, possibility, probability 
7. That clauses e.g. It could be the case that .  

e.g. It might be suggested that .  
e.g. There is every hope that . 

8. To-clause + 
adjective 

e.g. It may be possible to obtain .  
e.g. It is important to develop .  
e.g. It is useful to study . 

Identify the hedging expressions in the following sentences. 
1. There is no difficulty in explaining how a structure such as an eye or a feather contributes to survival 

and reproduction; the difficulty is in thinking of a series of steps by which it could have arisen. 
2. For example, it is possible to see that in January this person weighed 60.8 kg for eight days, 
3. For example, it may be necessary for the spider to leave the branch on which it is standing, climb up 

the stem, and walk out along another branch. 
4. Escherichia coli , when found in conjunction with urethritis, often indicate infection higher in the uro-

genital tract. 
5. There is experimental work to show that a week or ten days may not be long enough and a fortnight to 

three weeks is probably the best theoretical period. 
6. Conceivably, different forms, changing at different rates and showing contrasting combinations of 

characteristics, were present in different areas. 
7. One possibility is that generalized latent inhibition is likely to be weaker than that produced by pre-

exposure to the CS itself and thus is more likely to be susceptible to the effect of the long interval. 
8. For our present purpose, it is useful to distinguish two kinds of chemical reaction, according to 

whether the reaction releases energy or requires it. 
9. It appears to establish three categories: the first contains wordings generally agreed to be acceptable, 

the second wordings which appear to have been at some time problematic but are now acceptable, and 
the third wordings which remain inadmissible. 

http://www.uefap.com/writing/exercise/feature/hedgeex.htm  
 
  Authors’ Response to the Review Comments          Manuscript #: TEENG-688 
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Handout 4 

Authors’ Response to the Review Comments 
Journal:   ASCE Journal of Transportation Engineering  
Title of Paper:  LOCATING URBAN TRANSIT HUBS: A MULTI-CRITERIA MODEL AND CASE 

STUDY IN CHINA 
Authors:   Jie Yu; Yue Liu; Gang-Len Chang; Wanjing Ma; Xiaoguang Yang 
Date Sent:  Aug 30, 2010 
We appreciate the time and efforts by the editor and referees in reviewing this manuscript. We have addressed all 
issues indicated in the review report, and believed that the revised version can meet the journal publication 
requirements.  

Comment 1: 
In this paper the authors  present a set of six criteria that they consider to be related to transit 
hub location. With the exception of criteria 3 and 4, they offer very little justification for 
selecting them, relative to the literature or state of practice. In their present form, the remaining 
four criteria appear to have been chosen somewhat arbitrarily, or as found convenient to the 
authors. The authors should address this issue in their final draft. 

Response: 
We greatly appreciate the reviewer’s efforts to carefully review the paper and the valuable 

suggestions offered. As suggested by the reviewer, we have added references correspondingly 
to justify the selection of some criteria used in this study. Please refer to page 5-7 in the revised 
manuscript. We admit that some criteria, for example the transfer intensity and developability 
deserve further rigorous research. Since this research focuses on developing a multi-criteria 
ranking model rather than selecting and comparing different evaluation criteria, we will leave 
the investigation of the impact of different evaluation criteria on the model performance in 
our next-step research definitely. Please note that the proposed ranking model is generic and has 
the flexibility to accommodate any new sets of criteria. 
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Comment 2: 
In steps 2 and 3, the authors present the framework for determining aij, wi and wj, and in step 4, 
the show how the weights are utilized in determining the final scores. But they do not discuss 
what information they needed to compute these weights for the case study. They should clarify 
this. 

Response: 
Thanks for the comments. Please note that the information needed to compute the 

weights can be obtained by solving the proposed non-linear optimization model (Eq. 12-16). 
On page 14, step 3 shows the results of the model solution, and all relevant information is listed 
in Table 3. In the revised manuscript, we have also added a diagram (Fig. 2) to show the data 
flow in the entire model application process.  

 

Comment 3: 
For the sake of brevity, this reviewer suggests that Table 3 can be completely eliminated, 
because Table 3 does not have any information that is not there in Table 4. 

Response: 
Thanks for the suggestion. We have eliminated table 3 in the revised manuscript. 

 

Comment 4: 
Under "Transfer Intensity" explain how the base intensity is obtained 

Response: 
Thanks for the insightful comment. The base intensity is suggested by the China Urban 

Road Transportation Planning and Design Standard (1995). One can determine its value 
depending on the size, population, and land use of the study area. 
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Comment 5:  I would recommend that the authors proofread the paper to correct several 
awkward expressions; these are largely contained to the first section of the paper  

Response: 
We greatly appreciate the reviewer’s efforts and have performed a careful editing work. 

 

Comment 6: 
When generating evaluation criteria, the authors propose to use a flow-weighted metric for 
efficiency, intensity and proximity.  For the land criteria - homogeneity, compatibility, and 
developability (which are awkward titles), the authors choose not to weight these criteria by 
flow.  It seems that these criteria should be equally sensitive to passenger volumes as the 
previous three.  Some explanation of why the flow weightings are used in some cases, but not in 
others would be helpful. 

Response: 
Thanks for the suggestion. Please note that his study is not the first to design those land 

criteria. The definitions of homogeneity and developabilty can be referred to the following paper 
and are not sensitive to passenger volumes.  
 
 
 
 
 
 
 
 
 
  



Academic Writing for Publication RELO Jakarta Page 197 

Handout 5  
Adapted from Navigating Academia: Writing Supporting Genres by John M. Swales and 
Christine B. Feak. Michigan: The University of Michigan Press, 2011 p. 69. 
This is a response that you received from a reviewer. How would you response to it? 
The weakness of this article lies in the absence of theory about writing, writing development and 
writing instruction. In what way could (cognitive, social, developmental) writing research benefit 
from the insight acquired by corpus analysis? 

A. You agree to integrate the feedback in your article. 
B. You disagree to integrate the feedback in your article. 
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